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PERSONNEL FILE
Personnel Services

Volume 1, No. 8

Staff Employee
Orientation Program Developed
"I wonder where they eat lunch
around here," 'What does my medical
insurance cover?" 'What good is my
1.0, anyway?" Remembering those
feelings of uncertainty during the first
few days of work, Western employees
will be excited about one of the latest
developments in the Department of
Personnel Services - the new Staff
Employee Orientation Program,
An employee's career satisfaction
and productivity are determined by how
quickly, and how well, orientation to
new surroundings and responsibilities
takes place, Up until the present time,
no specific program existed at Western,
Now, however, special attention will be
given to total and positive employee
orientation, Special media and programs, such as a videotape and a
sponsor program, will be used to orient
new employees in an exciting and
effective way,
When arriving on campus for their
first day, new employees will attend an
orientation session, planned especially
to meet their needs. First, they will
view a 20-minute videotape, prepared

specifically for the orientation program
by Education Television, In the videotape, Dr, Zacharias, Dr, James Davis,
Dr, Lowell Harrison, and other Western
employees welcome new employees,
acquaint them with the university
structure and proud history, and explain
the services and policies that they
enjoy,
After the videotape's warm welcome,
new employees will discuss employment benefits, policies, and available
special services, The session will also
allow time to consider the vital role of
good communication among employees,
Each new employee will receive an
Orientation Packet. reinforcing all information cov,ered in the orientation
session, The packet will include the
Staff Handbook, benefits folder, and
the " Employee's A toZ" (a cataloging of
pertinent employee information). The
packet supports the fact that a satisfied
and productive employee is one who is
informed, so as to take advantage of all
opportunities, and to work within rules
and policies,
Continued on page 3

Western Announces Summer Schedule
The Summer Work Schedule will begin May 10 and extend through August 6,
1982, Office hours will be from 8:00 a,m, to 4:00 p,m, Monday-Friday during the
period, Monday, May 31, Memorial Day, and Monday, July 5, Independence Day,
will be observed as official holidays.
Employees on an eleven-month basis will observe nonworkdays inaccordance
with paragraph 2, Personnel Policy 4, and -as directed by thelf SupervIsors"
Personnel on a twelve-month basis will be given three vacatIon days dUring the
period, Administrative offices will remain open, and the head of each office should
work out a schedule for the staff which will adequately provide for transactIon of all
University business,

April/ May, 1982

Employee
Retirements
Western extends best wishes to the
following people who will retire in June
and July,
Mary Meador-Mrs, Meador has
been employed by the University since
1966, and has served as the director of
Potter and West residence halls,
John S, Herrick-Dr, Herrick also
joined Western in 1966, and is a professor in the Department of BusinessDistributive Education and Office
Administration,
Ernest Tapp-Mr, Tapp has worked
in Food Services since 1965, and is
retiring as the Garrett Conference
Center Cafeteria and Snack Bar
supervisor,
James Godfrey-Dr, Godfrey is an
associate professor in the Department
of Music, and has taught at JonesJaggers school. He has been a faculty
member since 1958,
Mary E. (Betty) Langley-Miss
Langley has been on the faculty in the
Physical Education and Recreation
department since 1948. During her
career she served as women's tennis
coach,
Ohm W. Pauli-Dr. Pauli is a professor in the Music department. He has
served twenty-seven years as a voice
teacher and choral director.
We appreciate their past service to
the University and wish them success
in the future,

The greatest disservice found in organizations is
the use of the famous mono: " But we've always
done it this way."

Joan Krenzin
Involved, exuberant, and always
interested in helping out the people she
works with is Dr. Joan Krenzin, The
Personnel Fl1e's feature employee of
the month.
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Social Work. i. currently ..Ning •• the Faculty
SeNt_ Chair,

New
Employees
Western welcomes the following new
employees:
Kathleen S. Cameron-Ms.
Cameron has been appointed as personnel clerk in the Food Services Office.
Kathy has recently moved to Smiths
Grove from Florida.
Thomas C . Dunning-Mr. Dunning
has been hired as a maintenance
plumber in the Physical Plant and Facilities Management department. He is
also from Smiths Grove.
Edward D. Johnson- Mr. Johnson
joins the Physical Plant department as
an electrician helper. He resides in
Bowling Green.
Thomas S. Ennis-Mr. Ennis joins
Western as a building service attendant
in the Physical Plant. He has previously
been in farming, and lives in Bowling
Green.

IIExuberant and Involved"

Dr. Krenzin is an associate I\(ofessor
in the Department of Sociology;Anthropology, and Social Work and is currently
serving as chairperson for the Faculty
Senate. Dr. Krenzin has been involved
w ith the Faculty Senate from its early
beginnings. She initially pushed for the
ratification of the original senate constit ution and served as a representative
for her department when the first Faculty
Senate met in 1976.
"I view my role as a facilitator, " Dr.
Krenzin adds, "since most senate
members are involved in the committees, I help to see that things keep
running smoothly."
Dr. Krenzin began her association
with Western in 1964 when she and
her husband Robert moved to Bowling
Green from Madison, Wisconsin. Mr.
Krenzin taught math, while Joan taught
fifth grade atthe Training School. During
the next two years Dr. Krenzin taught
both sociology and math classes on a
part-time basis at Western, and in 1966
was hired as a full-time faculty member.
In 1969, the Krenzins moved back to
Wisconsin so she could pursue work
on her doctoral degree in Curriculum
and Instruction, ("My husband has
always been very supportive of me" ', at
the University of Wisconsin-Madison.
They returned to Western in 1970, and
Dr. Krenzin resumed teaching in the
Sociology department as well as serving
as community coordinator for the
Teacher Corps in the College of Educat ion. (" I was working two part-time
positions at oncel '" In 1972, she transferred tothe Counseling Services Center
and in 1974 went beck to teaching
sociology on a full -time basis.
Dr. Krenzin has had extensive experi-

ence in the teaching profession. She
began her career in a one room rural
W isconsin school w ith eight students,
an outdoor privy, and no running water.
She has taught in a two room school
where she also served as principal, a
County Teachers' College, and the
University of Wisconsin-Madison.
" I get very involved w ith my students
and their problems. I feel that problems
often stand in the way of education,
and I want to do everyth ing I can to see
that they get the best edu cation
possible. "
Dr. Krenzin's involvement extends
beyond the classroom. She is currently
a member of over twenty committees,
acts as advisor to Zeta Phi Beta social
sorority, and was instrumental in organizing Gamma Sigma Sigma, a
women 's service sorority.

Dr. Krenzin still finds time to pursue
a wide variety of outside interests. She
enjoys folk singing and dancing, ca noeing, and volleyball. In fact, Joan and
her husband organized an informal
faculty/ staffvolleyball program at Western and have played twice a week for
the past ten years. 'We meet every
Tuesday and Friday night from 7 -9 p.m.
at Jones-Jaggers School. Everyone is
welcome to attend."
How does she keep up with such a
busy schedule? 'Tve always been deeply
involved everywhere I've been. Once
you start, the only way out is to movel"
But Joan enjoys her work at Western,
and plans on continuing her career in
Bowling Green.
The Personnel File is proud to recognize Dr. Joan Krenzin's achievement
and dedication to the University, and
wish her continuing success in her
endeavors.

Blue Cross - Blue Shield Reminder
After your out-of-pocket expenses exceed the deductible, you may f ile for your
Major Medical benefits anytime during the year. Claims must be filed during the
benefit period in which services were incurred, or 12 months following the end of
the benefit period. Claims forthe period which endedJune30, 1981, MUST be filed
by June 30, 1982, to be eligible for reimbursement.

Service Anniversaries
Western recognizes the following
employees who celebrate service anniversaries in April, May, and June.
20 YEARS
Archie Lamen-In his twenty years
of service to the University, Dr. Laman
has been involved in both Extension
and Field Services as well as the
Teacher Corps program. He is a professor in the Department of Teacher
Education.
Mary Ann Stone-Miss Stone originallyworked in the Registrar's office as
a senior secretary and was transferred
to the College of Education in 1975.
There she served as an administrative
aide for teacher certification programs
and certification assistant in the Department of Teacher Education.

16 YEARS
Earl Wauom-Dr. Wassom began
his career at Western as an associate
director in Library Services. When the
Library Science department was created, Dr. Wassom became the active
department head. In 1969, he was
named assistant dean of Academic
Services. In addition to this position, he
also serves as the director of Library
Services.
Charlotta Stamps-Mrs. Stamps is
a senior data control clerk in the Center
for Computer and Informational Services. She joined the University in
1967 as a key punch operator II and
was promoted to a computer operator I
in 1970.
Carol Paul Brown-Dr. Brown joined
Western as a professor in the Foreign
Language department in 1967. In 1981 ,

Editor's
Box
This will be the last regular issue
of The Personnel File for the spring
semester. Contributions and suggestions are still welcome, and can be
addressed to Personnel Services.
Watch for the next issue in September. Have a good summerl
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he was appointed as acting dean of
Potter College of Arts and Humanities.
He is currently serving as the department head in the Modern Languages
and Intercultural Studies department.
Chester Lee Davis-Dr. Davis is a
professor in the Mathematics and
Computer Science department. In addition, he serves as director of the Ogden
College Computer Lab. Dr. Davis is
currently on sabbatical leave this
semester.
Patricia B. Pearson-Dr. Pearson is
an assistant professor in the Biology
department. She has recently completed
work on her doctoral degree.
Harry R. Robe-In his fifteen years
of service to Western, Dr. Robe has
been involved in many consultant
service projects both on and off campus.
Dr. Robe is presently a professor in the
Psychology department.
Stephan House-Dr. House is a
graduate of Western and was originally
hired as an admissions counselor in
the Office of Admissions. He was
appointed to assistant director of admissions in 1970, and was named director
of admissions in 1971 . After completing
his doctoral work in 1974, Dr. House
was named registrar of the University.
In 1979, he was promoted to the rank
of assistant professor in the Department
of Educational Leadership.

10 YEARS
Melvin L. Pippin-Mr. Pippin is
employed in the Physical Plant &
Facilities Management department as
a light equipment operator. He originally
joined Western in 1972 as a tipster.
Phyllis J. Causey-Mrs. Causey
serves as an administrative secretary
in the Office of Independent Study. She
was originally hired as a general clerk
in the Office of Correspondence Studies.
She was transferred to the position of
administrative secretary in the Office of
Special Programs in 1978.
Francis G. Ferriell-Mr. Ferriell has
been involved in Food Services since
he was employed as a student worker
while attending Western. Mr. Ferriell
was promoted to the positon of grill
supervisor of the University Center
Cafeteria and Grill in 1977.

EMPLOYEES ORIENT
NEW EMPLOYEES
Continued from _ 1

A question-answer session will conclude the orientation session. The new
employees' sponsors will attend the
question-answer session to aid in
answering questions and giving suggestions. A sponsor is a responsible
Western employee, selected by the
supervisor of a new employee to personally welcome the new employee on
the first day, and to be a positive
motivator, influence, and resource.
In celebration of hiring new employees, a special reception will be
hosted by the Department of Personnel
Services following the orientation
session.
Beginning this Spring, the orientation
program will be conducted once every
two weeks, on the bi-weekly pay day
(Monday), at 8:30 - 10:30 A.M. in
Garrett Conference Center. The regular
scheduling of the orientation program,
and the desire to have the program on
the new employee's first day, will
require effort and coordination by all
departments to submit their Personnel
Action Form 4 a minimum of one
week prior to the new employee's first
day, to allow for processing.
Likewise, uniformity in hiring will take
place by scheduling all new employees'
first day for the scheduled orientation
program day.
Any new show has a premiere, and
the orientation program videotape is no
exception. All supervisors, because of
their important role in the orientation
process, will be invited to preview the
videotape in its initial showings. All
Western employees who serve in a
supervisory capacity will be notified of
the time and location of the premiere
showing. Anyone who would like to
view the videotape but is unable to
attend the premiere may arrange to sit
in on an orientation program session
instead. Contact the Office of Personnel
Services to indiciate interest and to
determine the next scheduled orientation program session. Videotape Producer/ Director Bryce Combs, Educationa I Television, and Janet Olson, production assistant, working in conjunction with the Department of Personnel
Services, have developed a product
sure to make every Western employee
proud.

Environmental Safety Division
Plays Import~nt Role
The Environmental Safety Division
of Western's Department of Public
Safety is a small group with diverse
responsibilities. This group consists
of the Safety Coordinator, a Safety
Inspector, and a part-time clerk. Their
responsibility ranges from the maintenance and analysis of employee
injury information for OSHA records
and loss control purposes to coordinating Emergency Medical Services
at ball games.
Records of employee injuries and
illnesses are maintained as required
by state and federal OSHA laws. An
annual summary of these records is
provided each February to be posted
on campus bulletin boards so em ployees will be aware of the number
of occupational injuries and illnesses
in the past year. The Safety Coordinator also provides accident investigation information to the Accident
Review Board which reviews employee
accidents and makes recommendations to prevent future similar accidents. Employee accidents not only
cause pain and inconvenience to the
injured employee, but their fellow
workers often are required to work
extra hours to compensate for time
missed by the injured employee.
These accidents also are a drain on
the University's resources because
of interrupted work schedules, overtime pay, and increased workman's
compensation insurance premiums.
Another activity of the Environmental Safety Division is campus fire
safety. Since the University does not
have a fire department and must
depend on the Bowling Green Fire
Department for fire supression, the
main effort is in the area of fire
prevention . The Safety Inspector
spends much of his time inspecting
campus buildings for fire hazards
and working with both employees
and students to improve these condi tions. It is necessary for campus
citizens to share in the concern for
fire safety. For example, the Safety
Inspector and Safety Coordinator
could spend most of their time going
through buildings removing items that
hold fire doors open only to have an

unknowing or uncaring person prop
the door open again a few minutes
later.
At all football and basketball games
and other events where large crowds
(5000 or more) are anticipated, the
Environmental Safety Division coordinates an Emergency Medical Team .

This team is normally staffed with off
duty paramedics or EMTs from the
Medical Center Ambulance Service.
This team has handled cases ranging
from a bandaid to a cardiac arrest. It
is the intention of the division to have
the University prepared for the worst
conditions while hoping for the best.

Dining Room Provides
Good Food to Faculty and Staff
Tired of "brown-bagging it" or grabbing a sandwich on the run? Why not
enjoy a relaxing lunch this week in the
faculty/ staff dining room?
The dining room is located on the
second floor of the Academic Complex
and operates through the Department
of Home Economics and Family Living.
Institution Administration and Dietetics
majors are required to take Institutional
Food Preparation, which is the class
responsible for staffing the dining room.
In addition, the dining room employs a
full-time cook as well as five student
workers.
The program offers the chance for
students to gain experience in restau rant management and practice large
scale food preparation. Each week a

student manager is responsible for
planning the daily menu and ordering
the necessary food products from the
suppliers.
The menu is always varied, and
features two entrees as well as vegetables, salads, and deserts. An average
meal costs only about two dollars, so
it's a good deal for the money. The
dining room operates during the fall
and spring semesters from 11 :15 1:00, Monday through Friday. All faculty, staff, graduate students, and their
guests are welcome.
For more information contact Dr.
Shirley Gibbs, manager, or Jill Costin,
supervisor, at 745-4352. Enjoy your
lunchl

Revised Affirmative Action Plan Completed
On March 1, Dr. Zacharias forwarded
the revised Affirmative Action Plan to
deans, directors and department
heads. The plan, which has been on
the drawing boards since February of
19B1, consists of two volumes. Volume
I describes the University's commitment
to compliance with the intent and spirit
of laws and regulations prohibiting
discrimination in employment because
of age, sex, handicapped status, veterans status, race, color, religion and
national origin. In Volume II, the availability data together with goals and
timetables are outlined.
Volume II could be described as the

University'S blueprint for reaching its
objectives of equal representation for
minorities, women and other protected
groups. The goals and timetables were
recommended by vice presidents and
other managerial personnel after they
had reviewed our current personnel
structure, the availability of protected
persons, and projected personnel
vacancies.
In his leiter accompanying the AffirmativeAction Plan. Dr. Zacharias stated
his conviction that all management
personnel would join with him in making
every good faith effort to reach the
goals and timetables which had been
established.

Geneva Durham Student Payroll Clerk
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The student workers of Western play
a majorrole in the day today functioning
of the University. Students work in the
library, media services, in departmental
offices, and food services just to name
a few. Nearly 1200 students are employed by Western and it is the responsibility of Geneva Durham to see that
they get paid every other week. Mrs.
Durham works in Personnel Services
as the student payroll clerk.
When a student applies for employment, it is approved through the Financial Aid Office, and authorized through
Student Aid. If the student is hired, his
or her name is added to the payroll
master file. A computerized time card is
printed, and Geneva sends this card to
the department, where it must be signed
by both the department head and the
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"It makes you feel like the University
really cares about where you are going
and what you are doing, rather than
just coming to workS-5," Kaye Russell,
AcademicAffairs secretary, commented
about the Employee Training and Development Program courses. Faculty
and staff alike are growing and enjoying
this service of the Department of
Personnel Services.
Already this Spring. participants have
discussed taking control · of their own
actions and lives, becoming more aware
of what makes them achieve, through
"Employee Motivation" with Virginia
Mutchler and Juanita Hire. Teacher
Education. Sy participation, discussion
and self-analysis, Dr. Joe Cangemi,
Psychology, increased participants'
leadership effectiveness by selfdevelopment.
The Department of Personnel Services introduces a new logo to the
bulletin boards across campus, indicating the Employee Training and
Development Program. Now you will
recognize the course information by a
distinctive heading made up of a large

pencil and boldfaced title "Employee
Training and Development Programs".
When you see the attractive logo,
designed by University artistTedWilson,
take notice of a new opportunity offered
to you.
Though the Employee Training and
Development Program will terminate
for the summer, the fall semester will
feature a new variety of courses using
the many campus resources and catering to the many needs and interests of
Western employees. Keep your eyes
on the bulletin board for more details.

student in order to be processed. When
she receives the completed time cards.
Mrs. Durham sends them to the Computer Center for processing.
The computerized pay checks are
sent back to Personnel and Mrs.
Durham is responsible for seeing that
the checks are issued to the Deans'
Offices of the four colleges.
Mrs. Durham points out the importance of making sure the time cards are
signed by both the student and the
department head.
'When checks are issued on Monday,
the new time card must be signed and
turned in by the following Thursday. If
it's not, we must send it back to the
department and the student will not
receive a pay check on time."
For example, when students are paid
on Monday, May 3, the time cards for
the May 1 pay period are due in
Personnel on Thursday, May 6.
Mrs. Durham adds that the department head must sign every time card.
"A hand stamp cannot be processed,
nor can a secretarl ~ signature."
When checks come in, an employee
from the Deans' Offices is responsible
for picking them up in the Payroll
Office. lithe student works off campus,
Mrs. Durham mails them their check.
Geneva Durham has worked in Personnel Services for fourteen years, and
enjoys her job at Western. Her position
is an important one - just ask any
student who depends on Western for a
paycheckl

Military Leave Benefits Offered
As summer approaches, it is necessary for some Western employees to fulfill
their military obligation. The University will cooperate to the fullest extent possible
in granting military leave to regular full-time employees. If you are a member of a
reserve or National Guard unit and are required to serve an active duty tour, your
supervisor will make every effort to work out a mutually agreeable time for such
service. Military leave will be granted as leave with pay for up to two weeks.
Training in excess of two weeks will be charged to annual vacation time or leave
without pay.

Building Service Attendants
Serve Vital Role at Western
They often go unnoticed, their work
never done. Without them the University simply could not operate. The
building service attendants playa vital
role in the day to day functionings of
Western.
There are 135 building service attendants who are responsible for seeing
that every building on campus is kept
spic and span. They work in the offices,
classrooms, and dorms, just to name a
few. They are the first to arrive in the
morning, and often, the last to leave at
night.
Robon Wllliomolo one of , 38 building ..vice
attendenta who wOf'k hard to keep our campus
cleen.

Registrar's Office Geared
Up for "Hectic Time of Year"
Although the Spring semester is
finally winding down, the Registrar's
Office has been geared up this month
for one of its busiest times of the year.
With the increased availability of advance registration, more and more
students are taking the opportunity to
pre-register for their classes in
Wetherby Administration Building.
Registrar Stephen House estimates
that up to 10,000 students have registered this month for the fall semester.
Not only does the process take less
time, it permits students·to know their
schedule in advance and provides a
better chance for obtaining their desired
courses. In addition, it provides the
department heads with advance notice
of class size so adjustments can be
made prior to the beginning of the fall
semester.
But advance registration is not the
only event going on this time of year.
The Registrar's Office is also responsible
for coordinating the graduation ceremony which takes place on May B.
Tony Sitz, assistant to the registrar, is
the coordinator of the event. and this
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year his job is bigger than ever. August
commencement has been merged with
the spring excercise, so a larger number
of participants is anticipated. Mr. Sill
notes that volunteers from the University are needed to act as marshals,
banner carriers, line controllers, etc.
Interested faculty and staff members
are encouraged to contact the Registrar's Office if they would like to offer
their services.

Building services is one of the seven
divisions of the Physical Plant and
Facilities Management department. In
addition to the building service attendants there are eleven group leaders,
five supervisors, an assistant superintendent. Evelyn Hayes, and superintendent Keith Pennington.
Owen Lawson, Physical Plant and
Facilities Management administrator,
stresses the importance olthe building
service attendants as well as the entire
Physical Plant department. " It is essential that these employees must be here.
We just could not operate this University
without them."
The recent University budget cuts
have hit close to home in the Building
Services division. Twenty-two vacant
positions have been frozen, and the
second and third shifts have been
reduced. This reorganization of the
division has made it necessary for
some attendants to switch their positions, and take on added responsibilities.
According to Keith Pennington, superintendent, they have successfully made
the adjustment. "In the six years I've
been in the Building Services division,
this is the best group of people we've
ever had."
The University appreciat•..s the building service attendants for a job well
done, and is grateful to the people who
perform an important role in the day to
day operations at Western.

Graduate Interns
Assist Personnel Services
Two graduate students in the Department of Communication and Theatre have
provided important assistance to the Department of Personnel Services this
Spring.
Miss Janet Fellwock and Miss Beth Snyder have served as graduate student
interns this semester in Personnel Services. Janet Fellwock has been involved in
the development of the Staff Employee Orientation Program and the Employee
Training and Development Program. Beth Snyder has assumed the responsibilities
of Editor for The Personnel File during the 1982 Spring Semester. Both are
graduate teaching assistants in the Department of Communication and Theatre.
Janet is a graduate of Ball State University while Beth is a graduate of Western. We
have been tremendously pleased with the fine work of these talented young
women.

